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EOR M, SAKDERS D |oNiI

PROBLEM: Development of a simplified program for obtaining the
nesessary information from operating units of the Agency for prep-
aration of the Budget Estimate for FY 1951

GIVEM:

1. That the program should be planned with consideration given

to the character and scope of the Analyst Program. Through prep-
aration,operating activities will have the assistance of a Budget
Division Analyst of close aoquaintance with their probleas. More-
over each Analyst will have a hand im the shaping up--tailored to
the requirements of the activity of assignment--of the format
estimate requéat for his activity.

2. That the current file and record resources of the Budget Branch
should be used to the fullest extent possidle before (in Analyst
shaping up of formats); during (as the Analyst works along with
his respective Administrative Officers); as well as subsequent to
the receipt of internal agency estimates.

3. Close Analyst liaison during preparation of internal ageney
estimates should give the Budget Officer an opportunity to guide
thinking end exesution through this process, through weekly meet-
ings with Analysts on progress.

4« That, given the process generally desoribed in #2 above, through
which the Analyst has prepared pertinent information for the use of
the operators in preparing estimates, a few simple forms and in-
structions should satisfy requirements in lieu of the complexity of
last year's preparation, '
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I. General format is prepared whieh artioulates in iten and form,

the minimup requirements for all major operating units of the org-
anization. More specifically these will aconsist of the broad re-
quirements which are applicable to all, despite individual differences.

II. Copiea of format are given to each Analyst. The individual Anal-
yst then perfects the format to relate to the spesific character and
requirements of his assigned responsibllities--including eompletion

of personal service, budget and "other” objeots information required.

III. An Administrative Instruction or related directive from the Ex-

ecutive announces general scope of progran and that Analyst represen-

tatives will deliver requirements to the several Administrative Officers.
7 The memorandum can mention simplification over previous year methods and
- require the fullest cooperation of operating activities.

IV. The Analysts with their prepared and standard material eontact
the respective Administrative Officers and:

a. Deliver copy of applicable portions Budget Estimate 1950

b, Disouss and explain format and connected forms

o. Work out and come to agreement with respect to requirements
for the separate activities, and including method of approach.
In some cases the Administrative Officer and Analyst may feel
that supplementary meetings with Administrative Assistants
may be desireable.

d. Following a, b, whatever meetings of the Administrative Off-
icer, Analyst and Office Chief are scheduled, for his ¢on-
currence and assistance,

V. Preparation begins in all aotivities ooncurrently with Analyst aoting
&8s technieal assi:tant to the Administrative Officer on all problenms,
and lending direct assistance wherever it is required,

VI. Upon return, the Analyst completes whatever additional informa-
tion is required (e.g. computation P, BY, and CY personal services
information for which sufficient ¢ 1s available on returned forms;
preparation recapitulations, .to.:spc

VII, When this work is completed, only a minor review by the Budget
Officer should be required before Agency hearings. He has kppt apprised
of all developments through preparation by weekly meetings with the
Analyst group.

VIII. Agency hearings.

fx. Adjustaents upon return and stenoiling--preparation final summar-
08,
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1. GENERAL: This year the internal agenay oall for estimates has
been planned with considerabion given to the following points:

&, A revised format for the ocompletion of the oporstor whieh
greatly simplifies requirements over the previous year

b, The inclusion within the request to the operating activity, of
considerable information to guide estimate preparation

c. Arrangement for a refresentative of the Budget Branch to be
available to the o ting activities through the preparatioa
period, Operating units desiring the assistance of their
Analyst as required, will make such arrangements through their
appropriate Administrative Officer who will schedule such visits.

2. MATERIAL DELIVERED TO ADMINISTRATIVE OFFICER FOR ESTIMATES: Material
required for the internal call for estimates will be delivered by a
Budget Analyst to the respective Administrative Officers, and will
consist of the followingi

a. Ons copy of the operating activities' entire portion of the
approved 1950 Budget Estimate for comparison purposes

b, Letter of instructions

c. Forms A (Personal Services) and Forms B ("Other" cbjects)
with contained information for analysis and completion

The Administrative Officer is responsible, by and with the assistance
of his Office head, for careful and efficient handling of the steps
involved in completion and dispatch of the material required by dead-
line date.

3. COPIES REQUIRED: Four copies of forms containing tne prepared in-
formation for each operating activity within the major divisions of
the Agency will be delivered to t he Administrative Officer. Ome sarbon
of these forms should be used by the preparing unit as a draft copy.
Narrative information as required by SECTIONS I and III, will be pre-
pared in four copies on standard bond. The original and one typed
copy, 1s to be transmitted to the Budget Officer, whereas the other
two coples are for use of the originating unit and Office head. In
cases wherein additional copies are required for internal purposes,
suitable arrangements will be made between the Analyst and the Admin-
istrative Officer.

4. DEADLINE FOR COMPLETION: Agency internal estimates are to be
completed and in the hands of the Budget Officer by .

(Note: and with prepared informstion, together with simplified com-
pletion--the preparation period can be much shorter than last year.)
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ON I - U,

The pages of your Budget Request for 1950 have been numbered in

sequence. In preparing narrative data for(a)and (b) below, use

thiese page numbers as cltations to connect information required.
Tonis Section is a&ll narretive and should be prepared on standard
bond paper in four copies.

a, Narrative explanation is to be foupd on the following pages
of your section of the 1950 Budget Estimates

Pless~ review the written meterial found on the above page

numbers sgainst your plans for FY 1951 for clarity, com=

pleteness, content, ete., CHy-your recommended changes

under SECION I=(a). If no revision is required, cite the
! 1950 Budget page number and indigste "no change."

b. Under Section I - (b) end in simllsar manner as required
above, rlcase prepare a short paragreph expleining the na-
ture of the functions performed for the following acti-
vities identified as follows:

(Note: This section 1s for completion

of informstlion covering activities which
were not specifically explained in the
1950 Budget end covering which the Analyst
requires, in his judgement, additional
deta,

Ce Prepare a paragraph clting any new activities existing in
your operation which do not appear in the Budget for 1950,
and are contemplated for FY 1951,
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SECTION II - PERSONAL SERVICES

Tiiere are supplied to you in 4 copies "FORM A" covering
requirements in personal service information for FY 1951, and
w.lc: nave been completed to the extent of columns (1) TABLE OF
ORGANTZATION AS OFw--==&ACTUAL POSITTON OCCUPANCY AS OF==ewj.

z. It is requested that you complete Column 3 RECOM:ENDED
PLUS UR MIWUS OVER PRESENT T/0 FOR FY 1951. The follow-
ing items should be taken into consideration in connection
with planning for this eolumni

1.

2.

Compare Column 1 with Column 2 in view of what
you feel your requirements will be for FY 1951.

Personnel actusl'y assigned to a specific activ-
ity are in some cases working on a cetell bakis
in other activities. In such csses if such details
are likely to become perminent, appropriate adjust-

~ ments under Column 3 should be made.

3.

be

Some personnel may be employed at a lower grade
than ensbled by the T/0. (e.g. CAF-5 occupying,

5y "encumbering® a CAF=9 position. If such cases
are iikely to remain permanent, appropriate adjust-
ments should be made in Column 3.

Comparison of numbers of nersonnel required for
columns 1, 2, and 3. An increase for a new Budget
Year considersbly in excess to actual employment
for either pust year, or current year, is spt to
ajpear unreslistic from the standproint of potentiel
recruitment.

be Column 4 is for explanation of adjustments made in
column 3, Explanstions will be in terms of within
T/0 adjustments, or for increases end decreases.
Increasesg or decroméesshould be explained in terms
of Work Load factors required in SECTION III.
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SKECTION IIX # WORK 10 SUREMERT

In order that our request for aprropriations to the
Congress may be in order, it must be made reasonable by explan-
ations measuring work load imposed on the variocus activities.
A budget Analyat, with your Administretive Officer, will review
the activities which you plan for fiscal year 1951 agalast
regquirements in work load data, for the purpose of determining the
character and scope of information which will be possible and
appropriate for each of your several activities.

a. In narrstive, and as following the page eltations
in your 1950 Budget copy, complete under SECTION
I11I-(a) the information which will be described
by vieit of the Administretive Ufficer <r b, the
Budget Analyst.

b. Under SECTION III-(b), sinilarly pgmwedelbeinformation
as requested by visit of the Administroiive Dfficer
or Budget Analyst for any new activities, in the
seme order as shown under SECTICN I-(e).
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SECTION IV - "OTHER" OBJECTS OF EXPENSE

Form B has been prepared for your use in estimating "Other"
Objects of expense for FY 1951, and contain@ informstion which
will assist you in compiling this information.

%e Your recommendations for completion of Column 4 should
teke into consideration:

1. Comparisons of Columms 1, 2, and 3 against your
judgement s8 to requirements for FY 1951

2. Considerution of increases or decreasea in rar-
sonnel for FY 1351

3. Changes in progrem operations for F7 1951
be Column 5 is for insertion of justification statements
for recuirements shown in Column 4.
(NUTE: this paregrsph can be elaborated to

include examrles of the men er in which
such justifications can be expressed)
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FOR MR, SAUNLiIRS AND ONLY STAT

STAT

For the preparation of this material, I think tmtm STAT
on s

should act &m the capacity of his specialty

subject and lieison with Management to the aecomplishment
of this work by desdline, and for these reasons:

1.

e

3.

Le

5

The arrangement would servé as a constructive liaison
from the relationships angle with Maneégement through
Budget Preparation period. In other worls, would be
good for us from the standpocint of publie relstions.

A good many sctivitias sre not in the position to do
a gond job of preparing their own charts,

In this manner only the cherts wh'ci ve would requ re
would be completed, thus saving a terrifis amount of
time utilized by operstions in completing such
c¢emonstrations which we did not need.

From the standpoint of ;:vod oper:tion this wouia anpear
to ba a reasonable aphroach from the standpoint of
of anpropriatness of fuanctions,

Tarough our Analyst S-secialist we should be in perfect
rosition to guilde this work.
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